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1. Objectives.
1.1. Recognize outstanding military personnel who have made the greatest contribution to McChord
AFB, and have consistently committed to excellence.

1.1.1. Contribute to base morale.

1.2. Responsibilities.

1.2.1. Group commanders and the Director of Staff:

1.2.1.1. Publishes internal instructions outlining process for selecting AMN, NCO, SNCO,
and CGO of the quarter/year winners.

1.2.1.2. Provides board members to select outstanding performers as requested by the 62AW/
CCC.

1.2.1.3. Provides replacement board members if selected members become unavailable.
Replacements may be requested from another squadron.  Emphasis is placed on the group
commander’s responsibility to provide a board member if tasked.

1.2.1.4. Submits military nominations to 62AW/CCC by established suspense dates.

 NOTE: Quarterly/annual military nomination packages must include an AF Form 1206 (original and 4
copies), reference Attachment 1 and Attachment 2 Annual nominees in the categories of Company
Grade Officer, First Sergeant, and 12 Outstanding Airman must also include a biographical narrative.

1.2.1.5. Notifies nominees of the date, time, and place where recognition boards will meet to
select the outstanding quarterly/annual award winners.

1.2.1.6. Notifies 62 AW/CCC, in writing, of extenuating circumstances that prevent their
nominee(s) from appearing before the interview board.  NOTE:  Official TDYs, emergency
leave or medical conditions/situations beyond the nominee’s control should not impact his/her
chance of winning.

1.2.2. Unit Commander:

1.2.2.1. Ensures all military nominees are notified of their selection.

1.2.2.2. Publishes internal instructions outlining process for selecting AMN, NCO, SNCO,
and CGO of the quarter/year winners.

1.2.2.3. Quality reviews all nominations, e.g., Unfavorable Information File, control roster,
dress and appearance, and weight standards.

1.2.3. The 62 AW/CCC:

1.2.3.1. Administers the recognition program.  Reserves the right to make changes to the
board procedures or composition as deemed appropriate by unique circumstances.

1.2.3.2. Briefs board presidents on board procedures.

1.2.3.3. Review completed nominee feedback worksheets and tally sheets for completeness.
Distribute feedback worksheets to responsible group superintendent for dissemination to nom-
inees.

1.2.3.4. Quarterly Boards: Reviews why nominees are not able to appear before the interview
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board and determines if reason(s) are excusable.  If excusable, the nominee’s board score will
consist of an individual package score coupled with an interview score that equates to the aver-
age interview score recorded for the nominees that did appear.  If not excusable, the nominees
interview score will be zero.

1.2.3.5. Annual Boards: Reviews why nominees are not able to appear before the interview
board and determines if reason(s) are excusable.  If excusable, the nominee’s board score will
consist of an individual package score coupled with an interview score that equates to the aver-
age interview score recorded for the nominees that did appear.  If not excusable, the nominees
interview score will be zero.  62AW/CCC can exercise the option to waive the actual interview
process during annual boards.

1.2.3.6. Keeps on file packages of all wing nominees and award winners for one year from the
date of the package.

1.2.4. The 62 AW/CCA:
1.2.4.1. Publishes a Cat II letter, NLT 10 Feb of each year, to announce wing quarterly/annual
award package suspense dates as well as wing quarterly/annual board dates.

1.2.4.2. Distributes nomination packages to the board presidents NLT two-duty day prior to
the board convening.  Provides nominee feedback worksheets (refer to Attachment 8) and
tally sheets for use in administering the board process to the designated board presidents.
Sample package and board grading sheets (refer to Attachment 9 and Attachment 10.)

1.2.4.3. Provides group commanders, Director of Staff, and WADS commander with the
time, and place where interview boards will convene.

1.2.4.4. Is a permanent member of the 62 AW awards committee

1.2.4.5. Ensures appropriate award elements are prepared (plaques/trophies/letters/passes).
Congratulatory letters and 3-day passes will be prepared and presented to all military award
winners.

1.2.4.6. Issues work requests to publish programs for quarterly/annual award events/func-
tions.

1.2.5. Board presidents:
1.2.5.1. Brief respective board members, using instructions provided by 62 AW/CCC, on
duties and responsibilities prior to the board.

1.2.5.2. Assign areas to board members from which to develop opinionated questions and
reviews questions for appropriateness.  Areas to be considered are referenced in Attachment 3
(AMN), 4 (NCO), and 5 (SNCO).
1.2.5.3. Notify board members of any changes.

1.2.5.4. Ensure board members understand the importance of their commitment to board pro-
cedures and requirements. 

1.2.5.5. Brief board members on the confidentiality of board proceedings.
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1.2.6. The 62 AW/CCE submits the wing nominations to 15 AF for the AMC Company Grade
Officer of the Year Award, USAF First Sergeant of the Year Award, and the 12 Outstanding Air-
men of the Year Award.

1.2.7. The 62 AW/PA:
1.2.7.1. Is a permanent member of the 62 AW awards committee.

Publishes photos and articles of quarterly/annual award winners in the base paper.

1.2.7.2. Processes hometown news releases when requested.

1.2.7.3. Provides other publicity as appropriate.

1.2.7.3.1. Assists awards committee representatives in contacting civic leader and com-
munity sponsors to support the quarterly/annual recognition program.

1.2.8. The 62 AW/CVP:

1.2.8.1. Is a permanent member of the 62 AW awards committee.

1.2.8.2. Approves DV seating plans for quarterly/annual events.  Prepares name placards for
all DVs (O-6, civic leaders, and local sponsors)

1.2.8.3. Sends out invitations to group commanders, deputy group commanders, and 0-6 colo-
nels and above assigned to the 62AW, 446AW, WADS, and tenant organizations and establish
an RSVP system.

1.2.8.4. Works with the awards committee and Public Affairs to identify civic leaders and
local sponsors, and formally invites them to attend the award function.

1.3. Nominee Eligibility. Quarterly award nominees will compete in the grade they held at least
60-days in the award period.   Annual award nominees compete in grades they held over 6 months in
the award period.  Grade criteria are as follows:

1.3.1. Quarterly recognition categories:

1.3.1.1. O-1 thru O-3 for CGO.

1.3.1.2. E-7 thru E-9 for SNCO.

1.3.1.3. E-5 and E-6 for NCO.

1.3.1.4. E-1 thru E-4 for AMN.

1.3.2. Annual recognition categories:

1.3.2.1. O-1 thru O-3 for CGO.

1.3.2.2. E-7 thru E-9 for SNCO.

1.3.2.3. E-5 and E-6 for NCO.

1.3.2.4. E-1 thru E-4 for AMN.

1.3.2.5. E-7 thru E-9, AFSC 8F000 for First Sergeant.

1.3.3. Each group under 62 AW, and the wing staff may submit one nomination in each category
(AMN, NCO, SNCO, CGO, and civilian categories) for the wing quarterly/annual boards.
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 NOTE: The 446AW, tenant, and WADS units are not eligible to compete for 62AW annual awards.

1.3.4. For quarterly awards, any military member assigned to a 62 AW unit, tenant unit, or
WADS during 2 of the 3 months (60 days) of the award period may compete.  For annual awards,
those military members assigned to a 62 AW unit during 9 of the 12 months (270 days) of the
award period may compete.  Nominees must not have an active UIF, nor have received an article
15 or courts-martial conviction within the last 12 months.

 NOTE: Personnel in TDY status are by definition still assigned to McChord AFB.

1.3.5. General: Nominees will be those personnel who have been submitted by their group (LG,
OG, MG, or SPTG) and those who can nominate directly to the wing boards:  WADS, tenant units
and AW staff.  For the purpose of this program, AW staff consists of:

1.3.5.1. Consolidated Command Post

1.3.5.2. Public Affairs

1.3.5.3. Protocol

1.3.5.4. Staff Judge Advocate

1.3.5.5. C-17 Office

1.3.5.6. Wing Safety

1.3.5.7. Comptroller

1.3.5.8. Area Defense Counsel

1.3.5.9. Plans and Programs

1.3.5.10. Chapel

1.3.5.11. Military Equal Opportunity

1.3.5.12. Historian

1.3.5.13. Quality and Manpower.  

 NOTE: The Director of Staff will determine the AW Staff nominees.  For the annual awards, 62AW
personnel, including first sergeants, will be nominated through the groups.

1.3.6. Wing quarterly/annual board nominations are due to 62AW/CCC and 62 MSS/DPCE NLT
1100 on the suspense date provided. Late submissions will not be accepted.

1.4. Quarterly Nomination Procedures.
1.4.1. Use the front side only of an AF Form 1206, Nomination for Award.  Include only facts and
achievements occurring/concluding during the award period.  Periods are approximately 90 days
e.g. Dec-Feb, Mar-May, Jun-Aug, Sep-Nov.

1.4.2. Use bullet statements under each heading (see Attachment 1 or Attachment 2).

1.4.3. Quarterly interview boards are the  method for selecting winners in the enlisted categories 

1.4.4. All board questions will be opinionated and drawn from areas outlined in Attachment 3
(AMN), Attachment 4 (NCO), and Attachment 5 (SNCO).

1.4.5. Standard uniform for both board members and nominees is service dress.
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1.4.6. Winners in all categories cannot compete in two consecutive wing quarterly awards.

1.5. Annual Nomination Procedures.

1.5.1. Use the front and back sided of an AF Form 1206, Nomination for Award.  Include only
facts and achievements occurring/concluding during the calendar year of the award.

1.5.2. Use bullet statements under each heading (see Attachment 1 or Attachment 2).

1.5.3. Print nominations head to foot.

1.5.4. Annual interview boards are the preferred method for selecting winners in the enlisted cat-
egories. The 62AW/CCC has the authority to waive the interview process.

1.5.5. All board questions will be opinionated and drawn from areas outlined in Attachment 3
(AMN), Attachment 4 (NCO), and Attachment 5 (SNCO).

Standard uniform for both board members and nominees is service dress.

1.5.6. Each group under 62 AW, and the wing staff may submit one nomination in each category.
The annual nominee does not have to be a quarterly winner, but he/she must have been assigned to
the wing for at least 9 months (270 days) of the award period.

1.5.7. Annual nomination packages, in all military categories, must include a PCIII records
review within 5 days of the package suspense date.

1.5.8. Annual nomination packages, in all military categories, must include current biographies
(Attachment 6) as well as a general information cover page (Attachment 7).

1.5.9. An electronic disk, containing the AF Form 1206, the general information outline, and the
biography, will also accompany each nomination package.

1.5.10. Additional Instructions :

1.5.10.1. Only group and wing staff annual winners will compete at the wing annual boards.
Additionally, the wing’s annual enlisted winners compete for the 12 Outstanding Airmen of
the Year (12OAY) Award.  All nominees must have sufficient retainability so that, if selected
as the 12OAY, they can serve the AFA Enlisted Advisory Council for a 12-month period
which commences the month of their induction (September) as a 12OAY. Nomination pack-
ages for the wing annual enlisted boards must meet the submission criteria for the 12 Out-
standing Airmen of the Year Award as outlined in AFI 36-2807.

1.5.10.2. The wing’s annual company grade officer winner will compete for the AMC Com-
pany Grade Officer of the Year Award.  Nomination packages for the wing annual board in the
company grade officer category must meet the submission criteria for the AMC Company
Grade Officer of the Year Award as outlined in AMCI 36-2808.

1.5.10.3. The wing’s First Sergeant of the Year will compete for the USAF First Sergeant of
the Year award.  Use major headings shown in Attachment 1.  The First Sergeants’ Award pro-
gram will be a package review only board.  Nomination packages for the wing’s First Sergeant
of the Year must meet the submission criteria for the USAF First Sergeant of the Year Award
as outlined in AFI 36-2805.

1.6. Selection of Board Members.
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1.6.1. The 62 AW CCC, or designated representative, will serve as staff advisor for the selection
process.

1.6.2. Boards will consist of at least four, but not more than five members, including the presi-
dent.

1.6.3. No two board members will be from the same group.  Every attempt will be made to ensure
board members are not in the award nominees chain of command.

Tasking for board members will be rotated among base organizations.

1.6.4. Board members’ grade requirements are:

AMN:  E5 - E6

NCO:  E-7 - E-8 

SNCO:  E-9.

CGO:  O-4 thru O-6.

1.7. Selected board members:
1.7.1. Review and score nomination packages (refer to Attachment 9).

1.7.2. Select a winner to represent the wing in each category (refer to Attachment 10).

1.7.3. The board president's package scores will only be used in the event of a tie (refer to Attach-
ment 10).  If a second tie breaker is needed, the board president will use the rank order of the nom-
ination packages to determine the winner (refer to Attachment 9).

1.7.4. Award Presentations .  Quarterly awards will be presented at a luncheon.  Annual awards
will be presented at a formal evening banquet.  Wing awards committee will consist of at least one
permanent representative from the Chiefs Group, the First Sergeant’s Council, the Company
Grade Officer Council, the Wing TOP 3, PA, Protocol, and wing administration section.  Perma-
nent representatives will serve a one year term whereby new members will begin to transition into
the committee during the 4th award quarter.  The annual banquet will be a joint effort accom-
plished with new and old members and any wing volunteers.  Awards committee responsibilities
are outlined in Attachment 11 of this instruction.

RAYMOND E. JOHNS,   JR., Colonel, USAF
Commander, 62d Airlift Wing
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Attachment 1 

SAMPLE AF FORM 1206, NOMINATION FOR AWARD (ENLISTED)
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Attachment 2 

SAMPLE AF FORM 1206, NOMINATION FOR AWARD (OFFICERS)
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Attachment 3 

AIRMAN CATEGORY QUESTION AREAS
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Attachment 4 

NCO CATEGORY QUESTION AREAS
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Attachment 5 

SNCO CATEGORY QUESTION AREAS
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Attachment 6 

SAMPLE STANDARD BIOGRAPHY FORMAT (ANNUAL ONLY)
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Attachment 7 

GENERAL INFORMATION SHEET FOR 12OAY AND FIRST SERGEANT OF THE YEAR 
PROGRAMS
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Attachment 8 

SAMPLE BOARD FEEDBACK WORKSHEET
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Attachment 9 

SAMPLE AF FORM 1206 PACKAGE GRADING SHEET (ALL CATEGORIES)
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Attachment 10 

SAMPLE BOARD GRADING SHEET (ALL CATEGORIES)
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Attachment 11 

AWARD COMMITTEE RESPONSIBILITIES
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